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RECORDS MANAGEYENT CRUIIDES AND STANDARDS
1. Cost To Keep 1 Cubio Foot ((ne Half COf A Isgal Sies Safe File Drawer)
of Hecerds In Office Space For One Year & Lo.u8
(SEE KECORDS MOT. STAFF FR DETAILS)
2. Gost To Epep 1 Cubic Fool Of Hecords In Agency Records Center
For One Year ¢ 1.93
{SEE RECORDS MOT. STAFF FOR DETAILS)

3. vhen Tha Referencs Rote To Files Is Mo More Then Onte Per File Drawer
Per Momth, The Records Should Be Transferred To The Records Center
For Storage. (NATIONAL ARCHIVES AND RECORDS SERVICE)
L. Hader Of Plsces Of Paper Per Cubic Foot {(One Half Of A lagal Sise
Safe Drawer) 2,000
(SATTORAL RECORDS MAWACGEZENT COUNCILy HARVARD BUSTHESS REVIEW)
S5« Aversage ¥hite Cellar Worker Creates 2,000 Pieces Of Paper {One Cubic
Foot Of Records) Per Year,
(HATIONAL RECORDS MARACEMENWT COUNCIL)
6. Cost To Create Ons Qubic Poot Of Records §2,090.75
(SEE HEC(HDS MOT. STAFY FOR DETAILS)
7. The Oversll Aversge Cort Of A Misfiled Paper Is £ 61.23
{AKCURDS CONTHULS, INC., MANACEMENT COKSUDLTARTS)
8. Setimated Bumber Of Misfilss Averages From 15 To 5% And 1f Is
Considered Normsl.
( REGCRDS CONTROLS, ING.)
9. Cest To Microfilm One Cubic Foot Of Racords ¢ 30.00
( 8Bk REC(RDS MOT. STAFF FOR DETAILS)
10, The Cost Of Processing And Filing Forms Is More Than 20 Times The
Cost Of Printing Porus.
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iverage Hamber Of 3x5 Cards Per Inch 100
& File Ouide Card Should Be Used Por ipproximately Every 5«10

Hame Foldersy This Inorsases Filing And Finding Time

Approximately 10%

Humber Of Tsbulating Cards Per Cubic Foot 10,000
Mumber Of 3x5 Carde Per Cubie Peot 12,000
Nanber OFf lx6 Cards Per Cubic Foot 6,000
Humbay Of Sx8 Cards Per Cuble Foot L, 800

Floor Space Required For Piling Cabinets
., Legal Size - 8 5q. .
b. lLetter 2ize - & Sq. M.
{INCINUES WORKIKO SPACE AND AISIER)
Fils Cabimets Should Be Arranged In Faeing Rows With 4
Desirsd Aisle Of 3% Peelj In No Instance Should Width

 Of Alsle Be Less Than 3 Peet.

Shelf Filing, In General, Has The Following Advantages Over
Filing In Conventional Filing Cabinets And Safes:
#. It Regquires ibout 507 Leas Space.
b, It Ie About 50% Cheaper,
¢. Reference Rates (Filing And Finding)} Are ibout 30% Faster.
d, The Floor Load Is Comsiderably Lesz. (This Is Particularly
Significant In Temporary Bulldings.)
4 Uuide Card Should Be Used FPor Approximately Every 25 Cards
(3x53 Lxby 5x8).
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21. Seven latters Of The Alphabet (Eg Cj G3 Hy M3 Sp W) Gomprime
53% Of A Yormal Name File.
22, Fils Nothing efore Something
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RECORDS MANAGEMENT GUIDES AHD STAKDANDS

1. Cost To Keep 1 Cubic Foot {One Helf OF A Legal Sise Sefe File Drawer)
of Records In (ffice Space For One Isar & LoJdb
| (SBE RECORDS #0T. STAFF FiR DETAILS)
2. Cost To Keep 1 Cubic Poot Of Records In Agency Records Cenber
For One Year ¢ 1.93
(SEE BECONDS MGT. STAFF FOR DETAILS)
3. When The Refersnce Rate To Piles Is lo HMore Than Cnee Fer File Draver
Per Month, The Records Should Be Iransferred To The Hegords Cenber
| For Storzgs. (NATIONAL ARCHIVES AND RECORDS SERVICE)
L. Hupber Of Pleces Of Peper Per Cublc Foot (One Half Of A Legal Sise
Safe Drawer) 2,000
(MATIONAL FECGRDS MANACEZENT COUNCILg HARVARD BUSINESS REVIEW)
£, Average White Collar Werker Crestes 2,000 Pleces Of Paper (Ons (ubic
Yoot Of Records) Per Year.
(MAT IONAL RECORDS MARACEMERT GUURCIL)

6. Cost To Create One Cubic Foot (f Records $2,050.75
(SEE HECORDS NUT. STAFY FOR DETAILS)
7. The Overall Aversge Cost Of A Misfiled Paper Is & 61.23

| (RECORDS CONEROLS, ING., MAHAGEMERT CORSULTAHTS)

8, Estimsted Wumber Of Minfiles Averasges From 1% To 5% And 1T Is
Considered Hormel.
(BEGORDS CONTROLS, INC,)
9, Coat To Hicrofilm One Cuble Feot (f Records $ 30,00
(SKE AECORDS MOT. STAFF FOR DETAILS)
10. The Cost Of Proosssing And Filing Forms Is More Than 20 Times The
Cost Of Printing Forus.
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Average Basber Of 3xS Cards Per Inch 100
A File Ouide Card Shomld Be Used Por Approximately Every 5-10
Hame Folderssy This Increases Filing And Finding Tine

Approximetely 1075

Namper Of Tsbulsting Caxde Per Cuble Foob 10,000
Bamber Of 3x5 Capds Per Cubic Foot 12,000
Warber Of kxS Cards Per Cubic Foob 6,000
Nusber Of 5x8 Cards Per Cubie Foot k4800

Floor Space Requirsd For Filing Cabinets
a. Legal Size - 8 8g. Mt
b. Letter Sise - & Sq. Ft.
(IRCIDVES WORKING SPACE AMD AISIES)
Fils Cablnets Should Be Arranged In Facing Rows With A
Desired Aisle Of 33 Peetjy In No Instance Should Width
of Alsle Be Less Than 3 Pest.
Shelf Filing, In Ceneral, Bes The Following Advartages Over
Filing In Convertional Filing Cabinets And Sales:
2. It Requires ibout S0% Lsss Space.
b It Is About 508 Cheaper.
¢+ Refersnce Ratez (Filing Ard Finding) Are About 30% Faster,
d. The Floor lLoed Iz Considerably Iess. (This Is Particulsrly
Significart Tn Tesporary Bulldings,)
A Cuide Card Should Be Used For Approximately Every 25 Cards
(3x53 lxby SxB).
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seven letters Of The Alphabet (i C3 Gp Hp M3 S3 W) CGomprise
53% of A Hormal Hame File.
File Hothinz Lefore Soswthinge

Brown, 4 Through 7

Browng, A Through 7

Yoat records over b years old will bz referred to less’than once
& month per file draver

(NATTONAL ARCHIVES AND RECORDS SERVICE, G.B.A.)

At least one half of an Agesby's records can be moved from high eost
(office) space to lost cost (records center) space.

(NATTONAL ARCHIVES AND RECCRDS BERVICE, 0.8.A.)

¥ilss should be cut off periocdically so as to make their retirement
or Oisposdl os easy as possidble.

(NARS, G.B.A.)
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS INITIALS DATE
1
. |
2 md’m
3
Copy to: Mr,
/”’
')/ Copy to: RMS Files
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE X INFORMATION SIGNATURE
Remarks:

B

there is sttached a list of some R:corde Henepeme:

ﬁzmmmﬂmmaﬂﬁmtmrdﬁmwumm:mxgﬁmmﬂmw

Guides snd Standards. These are the cnes thet wo
upon snd use noct Prequently; there are othars whil
my be spplicable and I'1l 4lscuss some of them wi
you later. The parentheticsl notes under the first
ten items indicate the source of the data., I &id
not show the source of the data in the next twelve

itens becsuse it hms beon generally agreed o by
mimerous authorities.

I'11 be glad to discuss this with you anytine.

FOLD HERE TO RETURN TO SENDER

FROM: NAME. ADDRESS AND PHONE NO. DATE
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